RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No./% é/

RECORDS MANAGEMENT DIVISION

Page 1 of 3

Agency Division/Unit
Hagerstown Utilities/Water Pollution Control
Item No Description Retention
1 Grants _ Retain for life of grant, plus five
-contains but not limited to: application for payment, invoices, | (5) years, then destroy
checks recetved (copies), forms (blank), application form and
supporting documents, cash draw requests
2 Personnel files: duplicate personnel documents, training Retain for three (3) years after
certificates, health insurance survey, requests for vacation, termination of employment, then
compensatory time; worker’s comp files - first report of injury, | destroy.
prescription benefits
3 General files Screen annually. Destroy

-contains but not limited to: maintenance contracts, board of
utilities meeting minutes, block grant information,
correspondence, easement deeds, [.D. badges, insurance
newsletters, drawings, billing information

drawings, inspectors daily reports on various properties,
correspondence, concrete testing reports, operation and
maintenance manuals, nuclear compaction test data, daily
construction report

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Approved by Department, Agency or Division Representative

Date

Signature ,4’&?141—” ZWW

Type Name

Title

(00— PF

Date

GeorgiAnn N. Breichner

City Clerk

Schedule Authorized by State Archivist

DEC 3 1999

Signature ngjﬁo /?a‘}%"ﬁ'/;




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. ﬂ/, é /

Page 2 of 3

Item No

Description

Retention

4

Non-pretreatment general files

-contains but not limited to: directives, city code, city lake
park, budget, calibration curves, discharge permits, -
disinfections, chemicals

Pre-treatment general files

-contains but not limited to: applications and renewals, city
code, correspondence, industrial flow, forms, regulations,
reports, slug control, raw and effluent analysis

Engineering drawings

-contains but not limited to: street index maps, city maps,
pumping station drawings, site plans, sanitary sewer lines,
civil drawings, utility plans, location map, final plat of
subdivision, county tax maps, station alarm systems, sewer
system evaluation surveys, district sewer maps

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of project, plus
three (3) years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. A/ £ /

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention
7 Pre-treatment industrial files: correspondence, applications for | Retain until renewed or revoked,
waste water discharge permit, site map, inspection reports, plus five (5) years, then destroy
material safety data sheet
8 Industrial samples lab results: industrial waste lab worksheets, | Retain for five (5) years and until
water analysis report, monthly meter readings all audit requirements have been
fulfilled, then destroy.
9 Daily operators log: time, flow, gallons, date, operator on duty, | Retain for three (3) years and

sludge depts., weather log, back-up disinfection, ozone system
log

until all audit requirements have
been met, then destroy.




{NSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQUE 0GS 330-1 7275 WATERLOO ROAQ

PO BOX 275 - JE3SUP. MARYLAND 20794 Page . (o]}

1. DE.PARTMENTIAGENCY . 2. UIWS‘E)N ,‘ , 3. UNII Wﬁép
Mogersrtmons W ) res R

AEFINITION - Records Serles - A group of related records normally filed and used 23 a unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

GRS 17 e corcres

6. RECORD SERIES DESCRIPTION ( Bnefly descnte the lypes of information/documentsiforms found in the Series  Include ihe pu.'pf)se or funclicn of the Senest.
&£~

Con/z/ns, LT AT Lo to57E TE = fFEPIIITT B
Pogrien = iwroices ; Lhec/is feess e
[ Cﬁ/y/%j , Forms [6//?%7/4) - /f’/;ﬁ//éﬁpff)
ﬁf’ /?) v G/W/fﬁ/%/(ﬂ/ Dp&p{/gﬁi . LIPS A
DARVO K3 ¢ |

Later Size a Meteilm o Microfilm Reel (51

a Compuler Tace [s!

0 \egal Size Q Ccmputer Tzce S Numencal a Ciner {Specily)
cund 8ook G Floppy Cisk Chronolog:cat

o] Number
Q Auco Tape O Video Tace O Geograchical 10. ANNUAL ACCUMULATION
) . Q File Orawer (¢}
O Ctrer (Specify) a Clher {Speciiv) G Mcrolilm Res! (s}
Q Comcuter Tape!s)
a Other (Specily)
L Number
11, FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily g Weekly 3 Monthly _ a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Roam) . 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or alfice)
A
W F; (/& a Yes D No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
G es 3 WNo o None a State O Fegeral O Independent

17. IS.A!‘I'.INDEX SYSTEM USED? (Il yes, excian cneily‘ ana 18. RECOMMENDED RETENTION WA)/%}“ WA//% ﬁ}C
wepe any hargware/software) E i ;f,ﬁm/p/j f/ 745/ '7%@()
&s/7By.

13. NAME AND TITLE OF PREPARER 20. TELEPHONE NU(BER 21. DATE

e ‘ag S0

C3S 550.4 Fepsed 17931




[NSIRUGIHONS - FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
PO 80X 275 - JESSUP. MARYLAND 20794

‘Page of

1. OEPARTMEMTIAGENCY

e 575y

2. DIVISION

M’?@Aﬁeﬁ

ﬁ?//é??/ﬁb/u (25/%(. '

3. UNIT WWB”\

OEFINITION - Records Serfes - A group of related racords normally filed and used as a2 unit for reference as

wall as retention and disposition purpases.

4. RECORD SERIES TITLE

Loy sppnes Folos

5. EARLIEST YEAR J LATETEST YEAR :

[,%TOMW

TRZIN 2
heqer

6&/‘7777644’7/{%:: ’
For Lzt Corzp. v e, |
Wpﬁ == é'@mpf }:’ /c'zs — BT /%ppr:f;;:

AUy Fraser i Tion Berrer s

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lypes of informalion/documents/forms found in the Senes Include the pu.'p’ose or functicn of the Senes)

Dz //d/é"?l' = /%/‘;5 /e @@CM//&/e T —
2, oA s Stervey,

Micrentm

8. RECORD SERIES SEQUENCE
{phatetica

9. VOLUME /
Fide Drawer(s)

0 Microfim Reel (51
a Compuler Tace is!

0 Llegat Size 0 Cemputer Tzce S Numencsl é a Cther {Specily}
0O Bzund Book Q Fioppy Qusk a Chronolog:cal Number CM, F/’
a Audo Tape Q ‘ideo Tage O Geographicar 10. ANNUAL ACCUMULATION
O File Drawer {(g)
Q Cther (Specify) O Cther (Speciiv) G Microfilm Ree! (s}
o Comcuter Tape(s)
a OQther (Speciy)
e, Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daty O Weskly a  Monthly a  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
% ~3 7]
/ /// (g a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMERNTS
U Yes a wNo G None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (Il yes. exciain cneily and
w=ente 3any hargwaref/software) ’

‘a5

~lo

18.

2.

RECOMMENDED RETENTION
weor ReFZu) f 27~

;374/%
WP’/&/’VW//&%/@A& =%

19. NAWE AND TITLE OF PREPARER

20. TELEPHONE Nuuas,a/

21. DATE

€638 §50.4 Fenseq 1/93)




NSIRUGIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (0GS $50-1) 7275 WATERLOQ ROAD ‘
PO 80X 275 . JE3SUP. MARYLAND 20794 Page : ot
1. DEPARTMENT/IAGENCY 2. DIVISION 3. UNIT W’ =V
/7%75[57 a0/ U /Z/ 775 - 7%//M7/D/() (ol

DEFINITION Racords Series - A group of related records normally filed and used a3 a unit for raference as well as retention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Generz/ ; /rf\s* V77T ve Cle 1 Yeope o7

6. RECORD SERIES DESCRIPTION ( Briefly descrite the tyges of information/documents/forms found in the Senes Incluce ihe pu.pose ot functien of the Senes)

Contz/ w3 LorcT AT Lt ItiTEd TS 2 MW7 COHBTR

Borrd o LA L0 7T ims ST T /t7 W//U&ﬁés
g/ﬁak %r‘;q/uf' 77T 2»0 ﬁbr‘/“ecs/@ =

Esepiens] Doeds- T. 1% e '/Wf'm« -

4/61/025/?7’—7‘ s DA /44)//)75 5/// / 121 Tect7 oy s

91/ ey

7. RECORO SERIES FORMAT(S) 8. RECQORD SERIES SEQUENCE 9. VOLUME
e m BHE'(S)
M o Micrcilm W O Microfim Reel (5)
a Computer face {s:

0 Llegal Size o Zcmputer “zce S Numencal 3D a Cther (Specily)
O B-und Book O Floppy Disk o Chronoleg:cal Number C,blf,_ g\
Q Auzio Tape Q Video Tace a Geoq,aohlc:u 10. ANNUAL ACCUMULATION

a

/ ) ;- _ - a File Orawer (5)
o (SDM,YKZ )ﬁ?_ﬁé Z,% Cther (Speciiv) G Muerafilm Reet (s}

O Comcuter Tape(s)
a Other {Specify)

PRaal Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy o Weskly a Monthly _ 0  Month(s) o Year(s)
Number
13. CURRENT LQCATION(S) (Bidg.. Floor, Room) : 14, IS RECOROD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency or office)
a Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s! & requation(s) 16. AUDIT REQUIREMENTS
v Yes 3 WNo a None 0 Slate O Fegeral O Independenl

17. IS AN INDEX SYSTEM USED? (if yes. exciain cneily and 18. RECOMMENDED RETENTION

ﬂ::: any hargware/software) N ' 1/ s& %Vﬂ’k% f/e /%7;;/\()

19. NANE ANO TITLE OF PREPARER 20. TELEPHONE NUMBER

4]
o

21. DATE

CAiS $304 Fenseq 1193
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REVISED RECORO SERIES
SCHEDULE (DGS 550-1)

INSTRUGCTHIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJJRY

‘Page ot

1

OEPARTMENT/AGENCY

1o/

2. DIVISION

L/%///ﬁzfg,

3. UNITW&%K
ﬂ///ﬁ}??zﬁﬁfﬂff? |

DEFINITION - Records Serles -

A group of related records normaily filed and used 23 2 unit for reference as

wall as rotention and dlsposiion purposes.

4. RECORD SERIES TITLE

Geverpl Fles

S. EARLIEST YEAR / LATETEST YEAR l
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6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of information/documents/forms found in lhe Senes

//M; =d T

K= p/f/é er’ Vm
@m?&ne%e JZ=ST %

/L/zw%s We)ersn-

{nclude ihe pu.pose or functicn ol the -cnes)

DK P! /
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9. VOLUME r(,__-—/
o de Drawer(s)

L~ter Size a Micreilm Alpnatetica a Microfilm Resl (51
a Computer Tace |s:
QO Llesal Size a Zcmputer Tzce S Numerncal . a Crher (Specify)
LR
O B-und Book 0 Floppy Disk O Chronolog:cal Number ﬂéé’ 7 /
Q Auwdio Tape a Video Tace O Geographical 10. ANNUAL ACCUMULATION
. O File Drawer ()
Ther (Snecxfwm Q Clher (Speciv) O Micrafilm Res {s!
) o Comcuter Tapals)
g/ %%7/ G Othet (Specily)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Dally O Weskly T Monthly o  Month(s) o Yex(s)

" Number

13. CURRENT LOCATION(S) (Bldg., Fioor, Room)

OF#F e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(Il yes. specify agency or olfice)

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
C Yes 3 No o None o Siate O Feogeral O Independent

17. IS AN INDEX SYSTEM USED? (i yes. exciain cneily ang

e any hargware/saftware)
Mlo/

‘as

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

€138 §580.4 Fepnsed U493)




INSTRUCTIONS ~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECOROS MANAGEMENT OIVISION

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 207¢4 Page ot

1

DEPARTMENTIAGENCY 2. DIVISION .

ey Y, U7 L1 res

EFINITION - Rocords Series - A graup of related records normally filod and usad as a unit for reference as

3. UNIT LJM)

well as ratention and dispasiion purposes.

ol T it |

4. RECORD SERIES TITLE Wyfﬁmgﬁ 5. EARLIEST YEAROI;;T/E;I YEAR
lrenerz2/. Fole< ik 7

6. RECORD SERIES DESCRIPTION ( Brefly descrnite the lypes of informationvdocuments/forms found in the Serntes  Incluce ihe pu.'psse ot functicn of the Senes;
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7. RECORO SERIES EGRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ,e’;-\—'g/
- e Uiawer(s)
~ler Size a Micrchim Alpnatetical a Microfilm Reel (s)
QO Computer Tace (s
0O tejal Size a Cemputer Tzce S Numencal a Cther (Specity)
o 8zund Book a Flogpy Disk Q Chronological Number ﬁ[/_, /—’72
O Auto Tape @ Video Tace O Geograchical 10. ANNUAL ACCUMULATION
a File Orawer ()
Q Cteer (Specily) a Cher (Spectiv) O Microfilm Reel (s}
O Comguter Tape!s)
Q Other (Speciy)
o Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly a  Monthly O  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
o Yes D No
15. ACCESS RESTRICTIONS (If yes. cite faw{s} & requiation(s) 16. AUDIT REQUIREMENTS
G Yes a Neo a None Q State O Fegera g Independent
17. IS AN INDEX SYSTEM USED? (I yes, exciain cneily ana 18. RECOMMENDED RETENTION *
w= e any hargware/software) ) L ﬁ' / Z W
s GHEr
19. NANE AND TITLE OF PREPARER

21,

20. TELEPHONE NUMEER DATE
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REVISED RECORD SERIES
SCHEOWLE [DGS 550-1)

INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW i
FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENJORY

‘Page : of

1. DEPARTMENTIAGENCY ;

e 71000

2. Division ¢

A

3. UNIT Wﬁg,
7%7/7710 W

4FINIT!ON « Records Sarley - A group of related records normally filed and used as a unit for referenca as

wall as retention and disposition purposes. '

4. RECORD SERIES TITLE

J7E7 727 e T Gaptrand s

5. EARLIEST YEAR / LATETEST YEAR l

WwCHITER

/,

Rewewss/s -

JALIASTF— ok

%/1/4/7@/;/ |

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lyges of informalion/documentsi/forms found in the Series
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S Pe>”
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7. RECQRO

1ES FORMAT(S)

Lazter Size o Micrehim
0 legal Size o Ccemputer Tzce
0 Brund Book a Floppy Disk
Q Audio Tape O Video Tace

O Cther (Specify)

8. RECORD SERIES 3. VOLUME /
Fie Drawet(s)

a Microfilm Reel (s)

O Computer Tace |s!

Alpnatenca

S Numencal \g O Ciner (Specify)
o Chronolog:cal Number &” > g:-
O Ceograohical 10. ANNUAL ACCUMULATION .
Q File Orawer (s)
a Cther (Spectiv) Microlilm Reet (s}

o]
O Comguter Tapels)
O Other (Specily)

Numbet

11. FILE IS USED

a Daily 0 Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

O Monih(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s} & requiation{s) 16. AUDIT REQUIREMEHNTS
L es 3 No a None a Slate a Fegeral O Independent

17. IS AN INDEX SYSTEM USED? {If yes. exciain cneily and
w=ente any hargware/software) '

‘as

0
&

18. RECOMMENDED RETENTION

USE Gevers/ ,/f/& feFeiohesd

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

Cr3S 8804 Fepsed 11931




INSTRUG:IIONS ~ FYPE OR PRINT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTCRY
REVISED RECQRO SERIES FORWARD WITH RECQROS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOULE [0GS 330-1 7275 WATEALOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20734 Page . of

1. OEPARTMENTIAGENCY 2. DIVISION 3 UNIT

#/?W@#ih//u uhlles | 70&//4///&/&%//’

OEFINITION . Records Serles - A group of related records normally filed and used 23 2 unit for roference as

wall as ratenton and disposiion purposes.

r 4

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

ﬁ"/i/y/,f/szr“/ﬂf LK Iz 7 JAZ 0 AITET]

6. RECORD SERIES DESCRIPTION { Bnefly descnt:e lhe types of information/documentsifarms foung in the Sertes  Include ihe ourpose or !uncucn of xh;/ efnes;
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

a file Drawes(s)
a Luter Size a Mictehilm a Alpnateticat Micrafil eel (s} f—
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. . / . O File Orawer (s)
irer {Specify) W Clher (Speciiv IA/& O Microfilm Reet (s}

o Comcuter Tape(s)
a Other (Speciy)

o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

Vbauy/ O Weekly 3 Monmhly _ C  Month(s) o Years)

Number
CURRENT LOCATION(S) (Bidg.. Floor, Room) . 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
ﬂ Flf / Lg g Yes g No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requation(s) 16. AUDIT REQUIREMENTS

v fes o No g None a Slate o Fegeral O  Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain crleﬂy‘ ang 18. RECOMMENDED RETENTION E%” =/ %e A/F_
wmsnbe any hargware/software)
— Y +he 79/%/6&7’7%/_5 B e
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19. NAME ANO TITLE QF PREPARER 20. TELEPHONE NUMBER 21, DATE
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOAD SERIES FORWARD WITH RECORQS RETENTION
SCHEDULE (OGS 550-1)

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

CEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY

Page ot

1.

DEPARTMENT/AGENCY

2. DIVISION

L F e

HHeEr

3. _UNIT

2

2% &%& ;

#/5@6@722&,«

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

wall as retention and disposiion purposes.

4.

RECORD SERIES TITLE

Fetrestunn—nidedp) /s

5. EARLIEST YEAR !/ LATETEST YEAR
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. RECORO SERIES EORMAT(S|
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8. RECORD SERIES UENCE
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Fie Drawes(s)

a Micreiilm a Microfidm Reel (53
O Computer Tace s!
Q Legal Size o Cemputer Tzce S Numencat E { a Cthee {Specily)
Q Beund Book a Floppy Disk O Chronolog:cal Number GL// / ;,
O Aucie Tape O Video Tace O Ceograchical 10. ANNUAL ACCUMULATION
QO File Orawer (<)
Q Cteer (Specify) a Clher (Spectiv) 3 Microfilm Reet (s}
o Caomeuter Tape(s)
5 W a Other (Specidy)
L.
o Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daily O Weskly 3 Monthly c  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Roam) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
g Yes o No
15. ACCESS RESTRICTIONS (If yes. cite faw(s! & requiation(s) 16. AUDIT REQUIREMERNTS
U Yes g No a  None O Stale O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? {If yes. exciain cneily and 18. RECOMMENDED RETENTION Eé?%v M.— i
umene any hargware/software) ’ g , / ! ;
:o'ss o Mo g” és P 7 k \)
L J
19. NAME AND TITLE QF PREPARER

L4
20. TELEPHONE NUM’éER

21. DATE

0638 £20-4 Tansed 1/93)
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\NSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAQ
PO BOX 275 - JE3SUP. MARYLAND 207¢4

AGENCY RECORDS INVENJORY

Page ot

1. DEPARTMENTIAGENCY

ez o)

2. DIVISION

oy I

3. uNIT L(//?Z—

70//%%@0 @/J}‘zﬁ;

DEFINITION - Records Serlas -
7

A group of telated records normally filed and used a3 2 unit for referenca as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

WS T %Sffﬂlfﬂ/g Y

§. EARLIEST YEAR / LATETEST YEAR

/% W P2 T

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of mlormalxonldoiumenls/lorms found in the Series

JalisT Il AT

Lo == ;f@mn/ WﬂW

gyz//u/a 5.

st Lo

4
Include .ne purpose o luncncn of the Senes)

7%\

7. RECORO SERIES-FORMAT(S)
~ler Size a

8. RECORD SER!ES S cE

~

9. VOLUME /
le Drawer(s)

AMiceeiim O Alpnatetical a Microfilm Reel (51
O Computer Tace (st
Q Legal Size O Cempuler Tzce S Numerical : ? QO Cther (Specily)
O Bsund Book a Floppy Disk 0 Chronolog:cal Number % F ; .
Q Aucio Tape a Video Tace O Ceograohical 10. ANNUAL ACCUMULATION )
O File Drawer (g)
C Ctrer (Specify) G Cther [Speciv) O Microfilm Ree! (s}
O Comculer Tapeals)
QG Other (Speciy)
et Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Daily O Weekly a  Monthly g  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spexify agency or office)
Lityptory o e o N
15. ACCESS RESTRICTIONS (if yes. cite law(s) % requation(s) 16. AUDIT REQUIREMENTS
v Yes g No a None a Slate O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? il yes. exciain cuefly and 18. RECOMMENDED RETENTION
weste any hargwaref/soitware) ' :
e — Retain for g years and until all audit requirements
have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER TELEP

20.

CriS $50-4 Jepsed 17931




SCHEOULE (OGS 550-1)

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT QIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

Page : of

1. DEPARTMENT/AGENCY

=S 7o’

2. OIVISIOIL

frhiBres

. wirj A~
B Mot oo ConFal.

DEFINITION - Racords Sarles - A group of related records normally filed and used a3 a unit for relerence as

well as ratention and disposiion purposes.

4. RECORD SERIES TITLE

Dy periz]ors '49/,

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Buefly descrite the lypes of information/documents/forms found in the Series

AT B~ Frapem. — 000
Verz2/s— o2 27
eyttt Loy —

//(/p/uzjgé P 2L /)ff 5{/5%?7/47 /z!?%

P
Include ihe puipose or funchicn of the ..cfle.‘n

»/6/%/ prezs -—’a;éli"
Slgdye P> — .
,V/{zjé/ =

~

7. RECORD ES FORMAT(S)
yb/ a Miciehilm
27 eqal Size o Computer Tzce

0 Bzund Book G Floppy Disk

Q Aucio Tape 0 Video Tagce

Q Ctrer {Specily)

8. RECORD SERIES SEQUENCE

C Alpnateticat

4]

Numerncst

0

Chronolog:cal

a

Geograptucal

o]

Cther {Speciiv)

9. VOLUME
Qa Fie Brawer(s)
0 Microhlm Resl (s)
O Computer l’aca [t
a Cther (Specily
Number

10. ANNUAL ACCUMULATION
O File Orawer (<)
g Microlilm Reel (s}
O Comeuter Tape!s)
a Other {Specify)

Number

11. FILE IS USED

Oaily O Wesekly T Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) o Year(s)

13./CURWADQN(S) (Bldg.. Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office}

a Yes O No
15. ACCZSS RESTRICTIONS (If yes. cite faw(s) & reguiation(s) 16. AUDIT REQUIREMEHNTS
U Yes g wNo a None o Slate o Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (Il yes. exciain vnnrlv and
e any hargware/software)

r2s o

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELE

C6S $53-4 Tensed 193)

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.




